
Attention: scheduling Section. 
MR AGENCV USE 1. Address FOR RECORDSUANAGEMENT USE 

Fwwlicalicm Dnr Department of Education Application N u m b  

Applisaion Numbsr Division of Curriculum Services prte Raaived 
- 

Oats Completed 
62- 4 q  Office of Instruct ional  Services 

Atlanta, GA FEB 1 5  1982 I p;g mz 
2. F’iwson m Con= Workins T I  Telephone Number 

I Principal  Secretary 656-2412 Gwen Campbell 

4. Dates of Snii 
Earliest Lstest 

I to  present 

5. Ramtdr W i  T i  ffollowedby title used in offioe; i f d i f f m t l  

Curriculum Contracts F i l e s  

7. Record S.ri Dercription Thir file contains the following documents /inc/& f m  numbenmd ti&& i fmy) :  
Attach samples of the file. 

DDcumentsrebtingm: developing, administering and monitoring contracts for curriculum 
development. 

Indudedare: Requests for  contracts,  contract copies, Requests for  Payment, consultant 
expense statements, f i e l d  purchase orders and related documents. 

.> , 

chronologically by date. 

8. Monthly Rderena Rate 

One to six months old 

How often are records referred to which are: 

; !Seven to twelve months old ; Thirteen to lwenty-four monthr old 

twenty-five months and older ? 

Lettersize drawers :Legalsizedrawers . ;shelves ; Other I4mcirvl 
9. Annual Rate of Accumulation of Ruards 

\ 

- - (OW) . .  
AR-50-71: R ~ . - 7 6  



YES NO 10. &estiinaire (Piace an "X" in the proper column) 
a. Is  this the official mpy of the nr*r? 

b. Doer the series m t a i n  confidential information requiring security handliw? tf yes, Gte law or regulation. 

X If not. where is it? 

v 

15 nrler ever ana 

tctention Requirements The following requires the series to be kept: 

a. StateLaw years. d. Audit period years. 

L Federallaw years. f. Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain adminisnative need. 

b. Statute of limitation years. e. Administrative med 1 ye=. 

12 Approved Dwsition lllltruch 'onr Th is  agency recommends that the f i le series be cut off at  the end of each: 
0 Calendar Year; [H Fiscal Year; 0 Other 

monthls) 1 year(s); then 

vear(s); men 

then. 

aP Hold in the m e n t  files area 
0 Trader to local holding area; hold 
0 Transfer to State Records Center; hold 
B Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other lspeeifvl 

yeads); then 

These instructions apply to a11 prim and futuc accumulationr of the serier. 

Recommendations in pua- 
yaph 12 are approbed. 


